ACQUI LI NE GUI DANCE
1-1. REG STRATI ON.

a. A wvalid user account is required to access AcquiLine. The
di rector/commander for each organi zati on requiring AcquiLine access
wi | | appoint one individual who has the authority to submt requests
to the DOC for Acquiline users. The unit POC shall provide the
user's e-mmil address and conplete mailing address (mailing address
nmust be furni shed before Acquiline registration).

b. Upon receipt of the list fromthe unit, users may register by
accessing the Acqui Line web site at
http://158.5.43. 149/ acqui l i ne/ hone. htn .

c. Once logged in, follow the steps outlined bel ow

(1) dick on registration tab

(2) dick on registration button.

(3) Fill in user nane (will be the sane as the individual's
network user ID). User nane should be in all CAPS, beginning with
the individual’s |ast name. DO NOT BEG N WTH RANK. Furni sh
password and verify.

(4) dick on contact tab

(5) Fill in contact nane, title, phone nunber, and e-mail address

(must include conplete e-mail address, e.g. ***@ragg.arny.ml).
Only use caps if there are caps in the issued user |ID

(6) dick select for requesting office.

(7) dick on organization radio button. Under search criteria,
type first letter of organization in caps (I MPORTANT: MJST BE I N ALL
CAPS | N ORDER TO PROPERLY POPULATE THE CONTRACTI NG SYSTEM in front
of the percent sign. The percent sign is a wildcard and search wll
di spl ay everything beginning with the letter typed. (Can also click
on "state radio button" and type "NC% in search criteria that wll
di splay everything with a North Carolina State address.)



(8) Once correct address is displayed, click on it and click
“select”. You will return to "registration" screen.

(9) dick on "form' (top left corner of screen)
(10) dick on "submt"

(11) If all information is furnished, AcquilLine SA will approve
regi stration request.

d. Canceling Accounts. AcquilLine users are to notify the
Acqui Line SA via e-mail when their account needs to be cancel ed.
Accounts should be canceled prior to retiring, PCSing, etc. The
Acqui Line SA's e-mail is ranpeyc@ragg.arny.mil.

1-2. TRAINING Training is the responsibility of each unit and each
unit shoul d appoi nt soneone to provide this training. However, if
there is no one in the unit who can provide this training, you may
contact the Acquiline systenms analyst in the IBOC at 396-4362, ext.
219 or e-mail at ranpeyc@ragg.arny.nm | for assistance.

1-3. FUNCTIONAL USER GUIDE. Each organi zation receiving access to
Acqui Line will receive one copy of the AcquilLine Functional User

Qui de devel oped by AMS, the Acquiline contractor. This guide is
proprietary information and shall not be disclosed outside the
Government. It will be each organization's responsibility to make
copies for their Acquiline users.

1-4. CREATI NG A PURCHASE REQUEST.

a. Each purchase request nmust contain a description of what you
wi sh to purchase and the Federal Supply O assification (FSC). The
descri pti on cannot exceed 60 characters. This field is uneditable
and is required in order to save the purchase request in the system
If the purchase request is submitted in response to a work order or
servi ce nunber, the description nust begin with the work order nunber
and phase or service order nunber.

b. Enter a unique nunber in the purchase request nunber field.
This nunber will be referred to as the purchase request nunber or
financi al document number. Generally the purchase request number wl|
be your unit identifier in fields 1-6 (e.g. 35SI @ for 35'" Sjgnal
COsCOM CASBC, etc), the julian date in fields 7-10, the letter “N
in field 11, and the control nunmber in fields 12-14 (the contro
nunber is assigned by the budget analyst). This information should
be entered in UPPER CASE., e.g. 35SI(0-0123-0001. NOTE: The
purchase request nunber nust contain the dashes. Because the
pur chase request



nunmber coul d be changed by your funds approving authority at the tine
t he docunent is funded, you nust al so type the purchase request
nunber in the coments field for future reference. Under no

ci rcunst ances shoul d anyone other than the funds approving authority
change the purchase request nunber. |f you are submtting a change
to a purchase request, the nunber mnust include the change nunber

e.g. 35Sl (0-0123-0001-C01

c. Accurate lines of accounting that match budget's obligation
are absolutely critical. DFAS vendor pay is unable to correct
accounting data in the Defense Procurenent Paynent System (DPPS).
Accounting classification nmust total 65 digits - no nore and no | ess.
Al'l Acqui Li ne purchase requests nust reflect only “line item
funding”. Purchase requests with contract |level funding will be
returned without action to the requiring activity. The budget
of ficer's name, address, and tel ephone nunber nust be entered in the
"comment s" bl ock. Under no circunstances shoul d anyone ot her than
t he budget officer make changes to the accounting classification
nunber .

d. The "ship to" address specified in the purchase request nust
have a valid Departnent of Defense activity address code (DoDAAC)
prior to submission to the DOC. Initiators shall conplete the
Organi zati on Mai ntenance format Appendix C and either e-mail or fax
it to the DOC. After the address and DoDAAC are entered, this office
will notify the requestor. PWBC custoners should e-mail the
information to eggersr@ragg.arny.ml or fax it to Richard Eggers at
6- 2674/ 7527. Al other custoners should e-mail it to
woodar de@ragg. arnmy. m| or fax it to Ed Wodard at 6-9438.

e. Enter the nanme, address, and tel ephone nunber of the
i ndi vi dual responsible for preparing and submtting the receiving
report to DFAS in the "coments" bl ock.

f. Enter the nane, address, and tel ephone nunber of the budget
officer in the "coments" bl ock.

g. |If the purchase request is against a requirenents type
contract, specify the contract nunber in the "comments" bl ock.

h. The | ocal purchase authority, e.g. AR 710-2, 420-18, shall be
included in the "conments" bl ock.

i. Oher itenms to be included in the "conments" bl ock include
the originator’s nane and phone nunber, project nanager's nane and
phone nunber (if applicable), a listing of any and all "non-
el ectronic"



attachments to be forwarded separately, and a required delivery or
performance date.

j. If there is not enough roomin the “comments” block for all
required information, the informati on may be included as a Wrd
attachment .

1-5. Creating a New Subcontract Line Item

a. The process for creating a Subcontract Line Item (SubCLIN) is
simlar to the creation of a Contract Line Item (CLIN), however,
there are a few differences. For exanple, if you have a Priced CLIN,
the CLIN Type defaults to Info Only in accordance with the Defense
Federal Acquisition Regul ations (DFARs).

(1) Open an existing PR

(2) Highlight a CLIN fromthe Line Itemtab of the Purchase
Request wi ndow.

(3) Fromthe nenu, select Line Item > New - SubCLI N

(a) The Line ItemDetail — New wi ndow opens with the Detail tab
di spl ayed.

(b) The line itemdetail header displays at the top of the Line
Iltemformand is visible fromevery tab of the Line ItemDetail — New
Wi ndow.



i Line Item Detail - New |_ 0| x| |

omor [

Figure1: Lineltem Detail — New — Detail Tab

Note: Since creating a SubCLINis simlar to creating a CLIN, refer to
“Creating a New Line Itenf in this chapter, to learn howto
create a CLIN.

(4) Fromthe menu, select File > Update. The SubCLI N displ ays
as part of CLIN “0001”.



i Purchase Request - 123Train M=] E3
File Line Item

Dezcription Purchaze Request Mumber

Purchase [ [123Train

Requeat Fiequizition D ate DFAS Prionity Rating | Priarity
J06-5ep-2000 | |

Wain Form ~ Line tem | Cortracts | Aciell Dt |
Total Funding |$20,DEIIJ.IJD Contract Level Funding [z I
* alues way pe mumded fordigolay purposes.
0om Training 10.000.00 $20.000.00

Qnoiom Tralnlng SubCLIM

Total Cost: [$20.000.00

|Warning: Applet Window

Figure 2: Purchase Request — <Purchase Request Number> —Line ltem Tab

1-6. ATTACHMENTS. Only M crosoft documents can be attached to the
Acqui Li ne purchase request and forwarded to contracting. Requestors
shoul d attach all necessary docunents, including but not limted to
the performance work statenent, technical exhibits, spreadsheets,
etc. Each attachnment should begin with the purchase request nunber
to alleviate | ost docunents.

1-7. ROUTI NG

a. Each unit shall determne their internal routing for
Acqui Li ne docunents; however, it is recomended that the [ast stop
for nost docunents before forwarding to contracting should be the
funds approving official. However, those requirenents needing | TBC
approval should be forwarded to I TBC as the final stop prior to
forwarding to Contracting. The "To Be" process for each type
requirement is at Appendi x B.

b. Each individual receiving the purchase request for action,
e.g. approval, funds, etc., shall put a corment into the appropriate



bl ock on the routing history screen to indicate that it was revi ewed
and approved, returned, altered, etc.

1.8 SUBM TTI NG A PAPER PURCHASE REQUEST.

a. Paper purchase request docunents will be accepted on a
case by case basis. GCenerally, these docunents wll be
accepted only fromthose organi zati ons that cannot gain
Acqui Li ne access due to the firewall or AcquilLine being down.

b. Organizations needing approval to submt a paper docunent
shoul d contact the Chief, Acquisition Dvision at 6-4362, ext. 238.

1-9. PURCHASE REQUESTS RETURNED W THOUT ACTION (RWOA). If the IBOC
is unable to process the purchase request, it will be returned to the
originator without action. Docunents RAMOA'd will have an attachnent
descri bing the reasons for the RAMDA action. To open the docunent,
follow ng the bel ow instructions:
Log onto AcquiLine

a. dick one on “Drafts”

b. Highlight the purchase request l|isted under “Drafts”.

c. Go to the nenu bar at top of page and click on “Purchase
Request” and “Open”.

d. dick “OK” on view ng instructions w ndow.

e. Docunent shoul d appear on screen and can be printed from
t here.

1-10. PRINTING AcquiLine will allow the user to print a purchase
request status report by follow ng these steps:

a. dick on Purchase Request Drop down box.

b. dick on PR Status Report

c. Determne Search Criteria. Keep the “9% at the end of your
search criteria. This is a wld card that will pull everything

begi nning with your Docunent Number.

d. Determ ne the beginning and ending dates (you can pull up a
cal endar by using SH FT + double clicking inside the date bl ock).



e. Make sure “All PRs” radio button is chosen and click search
Your result should look Iike the follow ng.

PR Status Report

----- Quern Result | Search Criteria
LEE4

Begin D ate: iEI‘I -bd ap-2001 Search By & PR Mo | MyFRs Clear

. I " FRweh
End Date:  |14-kayp-200 " Desc
Cloze |

Al

PR Humber: I

Creation [ ate: I

[rezcription: I

pd SR o PR AN !

f. dick on the “+” beside “Query Result”

g. Cdick on “+” for the PR# you want status on. |If there is a
“+” beside “Award”, the purchase request has been awarded. dick on
the “+”, then double click on the Contract nunber.

h. To print a copy of this award, press “print screen” on your
keyboard, open up a word docunent, click “paste”, then print. The
i nformati on noted i medi ately above is what you will be provided.
You will not print a DD 1155. You will print information show ng the
award date, contract nunber, nane of vendor, contracting officer’s
name, and each line itemand total cost for the contract.

1-11. ASSI STANCE. Assistance is available to AcquilLine users by
accessing http://acquiline.ansinc.conlacqgweb. nsf/fil es/hone. htm
Acqui Li ne users should search this site for solutions to problens
prior to contacting the AcquilLine systens anal yst. The Acqui Li ne




systens anal yst can be reached at 396-4362, ext. 219 or e-nmail
ranpeyc@ragg. arny. ml for additional assistance.




